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Thisinstruction implements AFPD 10-2, Readiness. Thisinstruction establishes a system to immediately
notify or recall, when situations develop, military and key civilian personnel. It describesthe Air Intelli-
gence Agency (AIA) pyramid notification system (expanding telephonic network) and defines responsi-
bilities and procedures which activate the system. This instruction governs the maintenance of records
that contain personal information and the disclosure which may constitute an unwarranted invasion of
personal privacy. Thisinstruction requiresthe use of AIA Form 49, Report of Recall, to report notifica-
tion of personnel. Thisinstruction isavailable for use by the Joint Command and Control Warfare Center
(JC2WC). It appliesto al HQ AIA major staff offices, 690 Information Operations Squadron (10S), and
the Air Force Information Warfare Center (AFIWC). It does not apply to AlA-gained Air National Guard
and Air Force Reserve units.

SUMMARY OF REVISIONS
This AlA Instruction updates the previous version dated 26 March 1996.

1. General Information. The pyramid notification system includes only essential and unclassified infor-
mation; information related to arecall is privileged and releasable only on a need-to-know basis. Do not
disclose information without the consent of the individual concerned. See AFI 37-132, Air Force Pri-
vacy Act Program, and AFl 37-131, Freedom of Information Act Program, for guidance.

2. TermsExplained:

2.1. Essential Personnel. Individuals designated by their commander, director or chief to conduct
effective operations.

2.2. Key Personnel. Individuals who are necessary to make key decisions for their functional areas.
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2.3. Reference Time (RT). The time 690 10S, Information Operations Center (690 IOS/10C) isini-
tially notified to implement arecall plus the verification time from the originator (for example; |OC
notified at 0330, verified order at 0335, reference time is 0335).

24. RT + 1/2/3 Hours. Time periods after a recall when strength attainment data is reported by
directorate strength accountability reporters (SAR) to the Contingency Management Branch (HQ
AlA/DPP) and, or, 690 IOS10C (for example; reference time is 0400, RT+l is 0500, RT+2 is 0600,
and RT+3is0700).

2.5. Pyramid Notification Diagram. The office telephonic network listing known as arecall roster.

2.6. Strength Accountability Reporter (SAR). Theindividual designated by each major staff office
(two-letter) and division (three-letter) to receive recall datafrom office personnel. Use HQ AIA Form
49 to report recall datato 690 10S/IOC during arecall and to HQ AIA/DPP after arecall.

3. Responsibilities:

3.1. HQ AIA Staff Officesand AFIWC. Develops pyramid notification systems and diagrams
according to the guidance in thisinstruction.

3.2. Military and Key Civilian Personnel. The Commander (HQ AIA/CC), Vice Commander (HQ
AlA/CV), Technical Director (HQ AIA/CA), or Director of Operations (HQ AIA/DO) directs arecall
of HQ AIA major staff officesand AFIWC military and key civilian personnel. Only HQ AIA/CC (or
adesignated representative acting in the capacity of HQ AIA/CC) asthe Director (JC2WC/DR) or the
Vice Director (JC2WC/DV) directs the recall of JC2WC military and key civilian personnel.

3.3. Develop and Monitor. The Plans and Readiness Branch (HQ AIA/DOXX) develops and moni-
torsthe AIA pyramid notification system procedures and instructions.

3.4. 69010510C:

3.4.1. Activates the AIA pyramid notification system when directed by HQ AIA/CC, HQ AIA/
CV,HQAIA/CA, or HQ AIA/DO.

3.4.2. Functions asthe focal point for receiving strength attainment data verbally during recalls.
3.4.3. Polls SARs 15 minutes after RT+1, RT+2, and RT+3 if they have not reported.
3.5. HQ AIA/DPP:

3.5.1. Functions as the focal point for receiving strength attainment data. Submits AIA Form 49
after notifications or recalls.

3.6. Major Staff Office Level:
3.6.1. Prepares, maintains, and updates its own pyramid notification diagram.

3.6.2. Designates a primary and alternate SAR to receive recall data from each division for their
staff office. Thisindividual should be a military member, as only key civilian personnel are
recalled.

3.6.3. Provides 690 IOS/10C and HQ AIA/DPP the names, grades, office symbols, and telephone
numbers for its primary and alternate SARS.

3.6.4. Providestheir divisionsthe recall datafor the staff office’s primary and aternate SARS.
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3.7. Division Level:

3.7.1. Prepares, maintains, and updates its own pyramid notification diagram.

3.7.2. Designates aprimary and aternate SAR (military personnel only) to receive recall datafor
the division.

3.7.3. Provides 690 IOS/10C and HQ AIA/DPP the names, grades, office symbols, and telephone
numbers for its primary and aternate SARS.

3.8. Major Staff Office and Division Monitors. Each major staff office and division diagram mon-
itor provides 690 10S/I10C copies of their diagram on the 1st of the month. Notify the diagram mon-
itor immediately for any changes or updates.

3.9. Duty Section:

3.9.1. Developsatracking system to maintain daily accountability of personnel who are not avail-
able (temporary duty (TDY), leave, or quarters) to ensure accurate accountability.

3.9.2. Ensures every effort is made to contact all available personnel prior to termination of the
notification or recall.

3.10. Major Staff Office SAR:
3.10.1. Consolidates the staff office’s strength attainment datainto a (verbal) staff office report.
3.10.2. Contactstheir division SARs who have not reported strength attainment data.

3.10.3. Reports strength attainment data 15 minutes after RT+1, RT+2, and RT+3 to 690 |0Y
IOC.

3.10.4. Prepares and submits an AIA Form 49 to HQ AIA/DPP by close of business (COB) the
1st duty day following a notification or recall.

3.11. Divison SAR:
3.11.1. Consolidates the division strength attainment data into a (verbal) division report.
3.11.2. Contactsindividualsin their division who have not submitted the strength attainment data.
3.11.3. Reports strength attainment data at RT+1, RT+2, and RT+3 to their staff office SAR.

3.11.4. Submits strength attainment data to the staff office SAR by noon of the 1st duty day fol-
lowing a notification or recall for inclusion in their AIA Form 49.

3.12. Each Individual:

3.12.1. Verifies their personal information on the diagram and immediately reports any changes
to the diagram monitor.

3.12.2. Keepsacurrent diagram for ready reference.

3.12.3. Relays the pyramid alert message to the next individual in their diagram and takes the
appropriate action required by the alert message.

3.12.4. Reportsin battle dress uniform (BDU), flight suit, or appropriate attire for key civilian
personnel (if required) to their proper duty section (if required) without delay.

3.12.5. Thelast individual contacted in each column on the recall roster:
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3.12.5.1. Providestheir SAR the names of individuals not contacted.
3.12.5.2. Continues to attempt contact until the recall is terminated.
3.12.5.3. Immediately provides updates of new contactsto their SAR.

4. Pyramid Notification Diagrams:

4.1. Major Staff Office Standard Format (Front). Each mgjor staff office diagram has a standard
format (front), see attachment 1. The diagrams include the division chiefs that are subordinate to the
major staff office (for example; HQ AIA/DO includes the chiefs for Operations Support Branch
(DOM), Current Operations Division (HQ AIA/DOO), Specia Activities Branch (HQ AIA/DOP),
Space and Advanced Programs Division (HQ AIA/DOS), Operations Support Division (HQ AlA/
DOX), and Psychological Operations [HQ AIA/DO-2)).

4.2. Division Standard Format (Front). Each division diagram has a standard format (front), see
attachment 2. The diagrams include the branch chiefs and their personnel that are subordinate to the
division (for example; HQ AIA/DOX includesthe chiefsfor HQ AIA/DOX, Architecture and Integra-
tion (HQ AIA/DOXA), Combat Applications and Information Operations (HQ AIA/DOXC), and
Readiness and Exercise Branch (HQ AIA/DOXX), and personne!).

4.3. Recall Information. All major staff office and division diagramsinclude, at aminimum, the fol-
lowing information:

4.3.1. The mgjor staff office or division symbol in the title (for example: "DOX Pyramid Notifi-
cation Diagram”).

4.3.2. The name of the diagram monitor who updates the information and the "As of:" date for
currency in the upper, left box of the diagram.

4.3.3. The primary and alternate SARs recall information in the upper, left box of the diagram,
directly below the diagram monitor and "As of." date.

4.3.4. 690 |0S10C telephone numbers in the upper, right box on the diagram.

4.3.5. The rank, name, organization, duty and home telephone, and full address of each individ-
ual. If applicable, include pager and cellular telephone numbers.

4.3.6. The code for each individual; K for key and E for essential.

4.3.7. In addition to the above information, paragraphs 4.3.1 through 4.3.6 each division diagram
includes:

4.3.7.1. Thedirector asthetop centered block on the diagram, above the block for the division
chief.

4.3.7.2. The primary and alternate directorate SARs recall information in the upper, right box
of the diagram, directly below the 690 |OS10C tel ephone numbers.

4.3.7.3. A note under the recall pyramid, "The last individual contacted must call to the divi-
sion SAR at RT+1, RT+2, RT+3 and provide the strength accounting information."

4.3.8. Type FOR OFFICIAL USE ONLY at the bottom of each diagram in large bold print.

4.3.9. At the bottom of each diagram above FOR OFFICIAL USE ONLY, include the statement
"SUBJECT TO THE PRIVACY ACT OF 1974-- PROTECT ACCORDING TO AFI 37-132."
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4.4. Standard Format (Back). All diagrams are in the standard format (back), see attachment 3.

5. Notification or Recall Activation Procedures:
5.1. Implementation. Activate the pyramid notification system to implement a
5.1.1. General Recall. A recall of all available personnel in AIA, AFIWC, and JC2WC.

5.1.2. Key Personnel Only Recall. A recall of specific personnel assigned to an office or sec-
tion. Examplesinclude, but are not limited to, key or essential personnel assigned to HQ AIA/DO,
HQ AIA/DP, AFIWC.

5.1.3. Telephone Standby Notification. A notification to ready available personnel for a pend-
ing recall.

5.1.4. Telephone Test Notification. A notification to access the responsiveness and effective-
ness of the pyramid notification system.

5.1.5. Termination Notification. A notification to terminate a notification or recall, particularly
atelephone standby notification.

5.2. Activation. 690 IOS/10C activates the pyramid notification system by direction of HQ AIA/CC,
HQ AIA/CV, HQ AIA/CA, or HQ AIA/DO.

5.3. Notification. The individual contacted by the 690 IOS/10C, regardless of their position in the
office pyramid, contacts the individual who ensuresthe diagram isfully activated to include any other
necessary notifications.

5.4. Primary and Alternate Procedures. Each duty section develops primary and alternate proce-
dures, if necessary, for notifying personnel residing in the dormitories.

5.5. Relay Information. Individuals read the appropriate statement on the back of their diagram to
relay notification or recall information.

5.6. Using the Diagram. Contact individuals using all available telephone numbers from the dia-
gram.

5.6.1. If anindividual cannot be reached, call the next individual and continue until someone is
contacted or until the diagram is completed.

5.6.2. Answering machines and pagers are not contact; leave a message and your telephone num-
ber, then continue with the next individual in the pyramid.

5.6.3. Ensureall previous"no contacts', to include answering machines and pagers, are relayed to
the next individual contacted or to the appropriate SAR if the diagram is complete.

6. Strength Accountability. 690 I0S/10C is the focal point for collecting strength attainment data dur-
ing anotification or recall from each major staff office SAR. Contact 690 |OS/10C by telephone at (210)
977-2191.

6.1. Individual Reporting. The last individual notified for each division (last individuals listed on
the diagram) reports to their SAR the names of individual s not contacted.

6.2. Division Reporting. Division SARs report to their staff office SAR at RT+1, RT+2, and RT+3.
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6.3. Directorate Reporting. Major staff office SARs report to 690 IOS/10C 15 minutes after RT+1,
RT+2, and RT+3.

7. Reporting Test and Actual Results. Report personnel strength after anotification or recall according
to the following instructions:

7.1. Each division SAR provides strength attainment data to their staff office SAR on the 1st duty
day, no later than noon, following a notification or recall, for inclusion in the AIA Form 49.

7.2. Each major staff office SAR completes an AIA Form 49 for each notification or recall con-
ducted, and submits the completed form to HQ AIA/DPP by COB on the 1st duty day following a
notification or recall.

7.2.1. Complete AIA Form 49 using the guidance and procedures in attachment 5. Direct any
questionsto HQ AIA/DPP or HQ AIA/DOXX.

7.2.2. AlA Form 49 islocated in JetForm FormFlow on the AIA loca area network (LAN). Use
the LAN to complete and submit AIA Form 49 to HQ AIA/DPP.

7.3. HQ AIA/DPP provides completed AIA Forms 49 to HQ AIA/DOXX. HQ AIA/DOXX studies
completed AIA Forms 49, identifies trends, implements improvements to the pyramid notification
system, and files forms.

8. Pyramid Notification System Tests. A test evaluates procedures and identifies deficiencies.

8.1. At the discretion of the activating authority, tests may involve all personnel or may be limited
only to key personnel.

8.2. Each major staff office, division, or branch may conduct atest of its portion of the pyramid noti-
fication system. These tests do not require action of the 690 IOS/10C as the alerting source or HQ
AlA/DPP as the strength attainment reporting source.

9. Evaluation Proceduresfor a Pyramid Notification System Test:

9.1. A pyramid notification system test determines the amount of time it takes to complete notifica-
tions and the number of people contacted. A completed recall is defined as 90 percent of available
(excluding TDY s or leaves) personnel were contacted and reported for duty, if required.

9.2. During atest, each individual annotates the time of notification and reports that time to their
appropriate SAR by noon of the following duty day.

9.3. The mgjor staff office SAR submits an AIA Form 49 to HQ AIA/DPP by COB on the 1st duty
day following the test.

9.4. HQAIA/DPP providesresults of the test to the initiating source and HQ AIA/DOXX by 1200 the
2d duty day following the test.
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10. Form Prescribed. AIA Form 49.

JAMESM. ENGER, Colonel, USAF
Director of Information Operations
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MAJOR STAFF OFFICE PYRAMID NOTIFICATION DIAGRAM

FigureAl.l. (Maor Staff Office) PYRAMID NOTIFICATION DIAGRAM.

Dlordtor: BISst Jores
Seof 15 Rl

Pri. SAR: MSgt Ol
9 F7-LU TY222- HOME
333-PAGE

AL SAF: TSzt Moe

B F7-D U TY/333- HOME!

ol Smith (E/E) Lo
977 DIITY520-H ORES
244- P GEA50- CELL

L

Capt Planet (BE) DO-E
977 DT Y550-H ORES

270- i GEAS0- CELL

234 Horthomest Sreet

San dntondo, TH 75229

090 IOSI0C: 6-219 ]
24 Hongre: 297-2191

444-PAGE
[

L= Fie (E) ' 0-E

9 F7-DUT TV 599- HOME!

283-PAGE

759 Horth Eked

San Srdordn, TOCFE240

MISzt Sorth LO-E
QIT-DUTTY/521- HOMES
245-PAGE

123 ol Sreet
San Awntorie, TR 7E243

San Antomda, T3 7E229

ChISgt Horth DO-SOpT M Bl (E5) DO- T&,
AF7-DUTY522-H OMES Ar7-DUTVS0- HOMMES
246-PAGE 280-PAGE

234 Geen Smrernle 345 Sontlesre <t Street

Sah dntondo, T2 TS San Srdowdn , T 72220
Col Earth (F/E) D og M Sz West Do-&
Ar7-DUTY540-H OMES Ari-DUTVS25- HOMES
222-PAGE 47-PAGE

456 Morthside Strest %45 Ehe Blrd

Sam Ardomio , T FE243

Col White (E/E) Dan
AFT-DUTY522- HOME
345 Westside Street

San Avdordo, TR 723220

ol Wind ( EVE) D OE
977- DT Y?550-H OME

567 Sohside Street

San dntonio, TH 75229

MSgt Curly L O-E
977-DUITY/524- HOME

456 W ifite Foad

Sam Artomin, TH 75243

Col Bream (BRE) D OX
9 77-LUT T¥/530- HOME
234 Eastside STeet

San Artonio, TH 75220

NOTE:

The last individual contacted must call to the major staff office SAR at RT+ 1, RT+2, RT+3 and provide
the strength accounting information.

TSzt Moe oo-¢
977-DUITY525- HOME

567 Brovm Stre et

Sam Artomin, TH 75243

SUBJECT TO THE PRIVACY ACT OF 1974--PROTECT ACCORDING TO AFI 37-132

NOTE:

Remember to mark the recall roster FOR OFFICIAL USE ONLY.
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Attachment 2
(DIVISION) PYRAMID NOTIFICATION DIAGRAM

Figure A2.1. (Divison) PYRAMID NOTIFICATION DIAGRAM.

Momtor: M5t Jones
Az oft 15 al 35

P SAFR: To ot Tomes
444 HOMESS5-PAGE
AN SAR: 35zt Kay
fab-HOME T 7-PAGE

Col Smith (ESE)

S20—HOMEZ244 PAGES M0 CELL
123 Main Steet, 5 an Antormo, TX
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|
Col Browrn (EUE)

SE0-HOME/ZZSS-PAGEMN-CELL
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AR IOE 0 52171
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DO P SAR: MS st Curly
222-HOME/SSE5-PAGE
Do AltSAR: TSzt boe
FE53-HOMEM44-PAGE

Lt Col Green(EJE) DOZEI
F-DUTYISZ21-HOMES
M5 PAGE

254 Eastside Steet

San Aronic, TX TE229

LiCol Blie (E/E) DOXEE
F-DUTYIS22-HOMES
25 PAGE

5 Westside Steet
San A oo, TX 78229

Lt Col Whate (E) DS
FSP-DUTT I523-HOMES
2M-PAGE

456 Northside S heet
San Antomeo, TX P82

Lt Col Gold (EV/E) DD E]
QP-DUTY 524 HOMES
248-PA GE

587 Sonthside S teet

S an Antoro, TX 78225

Mz Green(EJE]
F-DUTYI5531-HOMES
255-PAGE

255 Eastside Street

San Artonic, TXE 75222

MMaj BElne (EJE)
F-DUTYIS32-HOMES
256-PAGE

6 Eastside Shweat
San A oo, TX 782259

May Whate (E
FP-DUTY S533-HOMES
257-PAGE

457 Horthside Shweet
San Antormeo, TX 78225

Wa) Gold (FEN
QP-DUTYI5353-HOMES
258-PAGE

582 Sonthside Stest

San Antorno, TXE 78229

Capt Green(E]
FIP-DUTY 541 -HOMES
256 Eastside Steet

San bronio, T FEIZS

Capt Blue [(E]
SI-DUTT/S42-HOMES
7 Eastside Sheet

| Sam b oybein T5C RO

Capt White (E]
SY-DUTY /S533-HOMES
458 Harthside 5 teet
San Antewno TR0 FRATD

Capt Gold (EVE)
QP -DUTY I 5553-HOMES
589 Sonthside Steet

_S_anAmmn.l_TX_IBZL

MSzt Green(E)
F-DUTY 551 -HOMES
257 Eastside 5 treet

_S_an_Am.\n,lIKlEZL

MEzt Blae (E)

TP DU TY/552-HOMES
3B Westside Sheet
_S_an,&m:lin.T'ﬂiiEEES'_

MSztWhate (E)
S-DUTY ri533-HOMES
459 Marthside 5 teet
Sanfdntormo Tot S

MS gt Gald (ES/E)
QP-DUTYI5353-HOMES
580 Sonthside S teat
_S_an.&nmm.rTKjazL

55zt Green (EVE) DOEI
F-DUTY5el -HOMES
258 Eastside Streat

San dtome, TE FEI2S

58zt Blue (E)

F-DUTY IS8 2-HOMES
39 Westside Sheet
San b ybome, TE 7229

53zt Whate (E)
FP-DUTT I533-HOMES
450 Northside S teet
San Antomo, TH 722205

58zt Gold (EVE)
QP-DUTY I 5E55-HOMES
58] Sonthside S test

5an Antormo, T 7E225

Sréh Green (FEUEY DOX]

S-DUTYS31-HOMES
235 Eastside Sheat

San fotoneo, T2 78223

412 Blue (E)
S-DUTYIS32-HOMES
36 Westside Steet
San b yonio, T 782259

Sra Whate (E)
ST-DUTY S533-HOMES
457 Horthside Shweet
San Antomeo, TX PE225

A rm Gold (E)

QP -DUTY I 5353-HOMES
5682 Sonthside Stesat

5 an Antoro, TZ 72220

NOTES:

The last individual contacted must call to the division SAR at RT+1, RT+2, RT+3 and provide the
strength accounting information.

SUBJECT TO THE PRIVACY ACT OF 1974—PROTECT ACCORDING TO AFI 37-132
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NOTE:
Remember to mark the recall roster FOR OFFICIAL USE ONLY
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Attachment 3

PYRAMID NOTIFICATION DIAGRAM (BACK)
Figure A3.1. Pyramid Notification Diagram (Back).

Recall Procedures

TELEPHONE NUMBERS: When notified of arecall, call the next individual listed in your column. Pass
the recall message using one of the following formats relaying the message asworded. If you are unable
to contact theindividual, it isyour responsibility to contact the next individual (s) to ensurethe chain is not
broken. Contact is defined as speaking to the individual. Contact is NOT defined as speaking to spouse
or dependents, or an answering machine. If anindividual cannot be contacted, the individual (s) name will
be passed as an exception and reported to the next person throughout the rest of the chain. The responsi-
bility of continuing to contact the individuals reported as passed falls on the person who initially
attempted contact.

1. GENERAL RECALL: “This is (state your name and rank) with alert message number one. A GEN-
ERAL RECALL has been initiated for HQ AIA. Report to your duty location after completing any fur-
ther required notification. Individuals not contacted are . Reference time is

hours.”

2. KEY PERSONNEL ONLY RECALL: “This is (state your name and rank) with alert message number
two. A KEY PERSONNEL ONLY RECALL has been initiated. Only (identify specific personnel: For

example, HQ AIA/DO, HQ AIA/XR, etcetera.) key or essential personnel are affected. All personnel not
selectively recalled report at normal duty time. Individuals not contacted are . Reference time is

3. TELEPHONE STANDBY NOTIFICATION: “This is (state your name and rank) with alert message
number three. TELEPHONE TESTS NOTIFICATION of the HQ AIA Pyramid Notification System has
been initiated. DO NOT report to your duty station at this time. Report at normal duty time. Complete
your pyramid alert notification and remain on telephone standby until otherwise notified by recall proce-
dures. Individuals contacted are . Reference time is ”

4. TELEPHONE TEST NOTIFICATION: “This is (state your name and rank) with alert message num-
ber four. A TELEPHONE TEST NOTIFICATION of the HQ AIA Pyramid Notification System has been
initiated. DO NOT report to your duty station at this time. Report at normal duty time. Complete your
pyramid alert notification. Thisis a TELEPHONE TEST ONLY. Individuals not contacted are
Reference time is ”

5. TERMINATION NOTIFICATION: “This is (state your name and rank) with alert message number
five. A TERMINATION NOTIFICATION of the (name of the previous notification or recall) has been
ititiated. Complete any further required notifications and resume normal operations.

REPORTING REQUIREMENT: Upon notification of report for duty recalls. Depart immediately after
contacting the next individual in your recall chain. Required uniform for recalls is BDUs, flight suits, or
appropriate attire for key civilian personnel (if recalled), unless otherwise directed. Report to your duty
section or specified location and sign in. Report missed personnel to supervisor. Sign in with SAR imme-
diately upon arriving at duty station. For KEY PERSONNEL ONLY RECALL, identify the initiating

office (for example HQ AIA/DO, HQ AIA/XR, command Section, etcetera).

KEY PERSONNEL for each major staff office or division are identified by a “K” next to their name.
ESSENTIAL PERSONNEL are identified by an “E” next to their name.
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COMMUNICATION OUR PROCEDURES: If telephone communications are lost, personnel will com-
plete their notifications by direct personal contact (i.e. eyeto eye). Thefirst individual contacted in each
column isresponsible for contact of ALL personnel in their column. The individual will report back to
the unit in person with the names of the exceptions. Personnel will remain in quarters until further notice
or report to your duty section or specified location and sign in.

PRINT THIS PAGE ON THE BACK OF EACH PYRAMID NOTIFICATION DIAGRAM.
MAINTAIN THISRECALL ROSTER ON YOUR PERSON AT ALL TIMES
Figure A3.2. Helpful Numbers.

Helpful Numbers

DSN (Routine) 88-
DSN (Precedence) 182-
DSN (Priority) 183-
ALL Purpose Emergency 911
Ambulance 5-4544
Fire 117
AlA Security Police 6-2307
Kelly Security Police 5-6811
Helping Hand 5-6789
Crime Stop 5-1100
Orderly Room 6-2655
Dia-A-Ride(6-HELP) 6-4537
AlA Command Post 6-2307
Government Installations Extensions
AlA 6+ext
Kelly 5+ext
BAMC 9+7digits
Lackland 3+ext
Brooks 4+ext
Randolph 7+ext
Ft Sam 9+7+digits
Wilford Hall 2+ext
Chaplin 6-2161
Civil Engineer Emergency 5-6018
Kelly Command Post 5-6906
Disaster Preparedness Control Ctr 5-8996
Alarm Monitor 6-2307
Unit Disaster Preparedness Representatives
(Primary)
(Alternate)
Unit Strength Accountability
(Primary)
(Alternate)

Office Pager #
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Attachment 4
SAMPLE AIA FORM 49, REPORT OF RECALL

Figure A4.1. Sample AIA Form 49.
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Attachment 5
DIRECTIONSFOR COMPLETING AIA FORM 49

A5.1. Block 1. Indicate the major staff office or organization submitting the report (for example HQ
AlA/DOX).

A5.2. Block 2. Indicate the date and local time you submit your report.

A5.3. Block 3. Indicate the time your staff office or organization first received notification of the test.
Indicate the reference time for the recall or notification.

A5.4. Block 4. Place an “X” in the appropriate block.
A5.5. Block 5. Indicate grade, name, and duty phone of the person who prepared the report.
A5.6. Block 6. Indicate the time the final contact in your recall chain was notified (TEST only).

A5.7. Block 7a. List division and branch office symbols (for example: HQ AIA/DOX, HQ AIA/DOXA,
HQ AIA/DOXC, and HQ AIA/DOXX).

A5.8. Block 7b. Indicate the total number of assigned personnel (military and civilian) for each division
and branch listed.

A5.9. Block 7c. Indicate the number of military and civilian personnel, if directed to recall civilians,
actually available for duty for each division and branch listed. Nonavailables are people on leave, TDY,
hospitalized, nonessential civilians, essential civilians not recalled, etcetera.

A5.10. Blocks7d, 7e, and 7f. Use the appropriate “Reference Time +” column and complete the
“reporting and Rate” column by indicating the number of personnel (military and civilian) contacted since
the notification or recall began.

Ab5.11. Block 8. Indicate the number of availables not contacted, by category, and put the total number in
appropriate block. The total should equal the total number of availables minus the total contacted.

A5.12. Block 9. Indicate the status of nonavailables, by category, and put the total number in the appro-
priate block. The total number of nonavailables plus availables should equal the total personnel assigned.

A5.13. Block 10. Describe reasons for “break in chain” and “other” from Block 8, and “other” for Block
9. Also provide information you feel will help improve our recall system.

NOTE:

Each major staff office SAR consolidates data for their divisions or branches into a single AIA Form 49
and forwards to HQ AIA/DPP. HQ AIA/DPP consolidates the reports and reports the totals to HQ AIA/
DOXX and the initiating source.
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PROCESSFLOW FOR HQ AIA PYRAMID NOTIFICATION SYSTEM
AlA/CC,CV,CA,OR DO
Notification
690 10S/10C
Initiates Recall
First Individual
Contacted by 690 IOS10C
Individual Initiates
Magjor Staff Office Recall
Magjor Staff Office Notifies
Division Chief
Division Chief
Initiates Division Recall
Last Individual Contacted
Reports Datato SAR
Division SARs Report to
Magjor Staff Office SARsat RT+1, 2, and 3
Major Staff Office SARs Report to 690 I0S/10C
NLT 15 minutes after RT+1, 2, and 3
(690 10Y/10C Polls SARs if Necessary)
Division SARs Provide Data to
Major Staff Office SARsfor AIA Form 49
NLT Noon of 1st Duty Day
HQ AIA/DPP Collects AIA Forms 49
and forwardsto HQ AIA/DOXX
HQ AIA/DOXX Provides Consolidated
Reports to the Initiating Source

15



	1.� General Information.
	2.� Terms Explained:
	3.� Responsibilities:
	4.� Pyramid Notification Diagrams:
	5.� Notification or Recall Activation Procedures:
	6.� Strength Accountability.
	7.� Reporting Test and Actual Results.
	8.� Pyramid Notification System Tests.
	9.� Evaluation Procedures for a Pyramid Notificati...
	10.� Form Prescribed.
	Attachment 1
	Figure A1.1.� (Major Staff Office) PYRAMID NOTIFIC...

	Attachment 2
	Figure A2.1.� (Division) PYRAMID NOTIFICATION DIAG...

	Attachment 3
	Figure A3.1.� Pyramid Notification Diagram (Back).
	Figure A3.2.� Helpful Numbers.

	Attachment 4
	Figure A4.1.� Sample AIA Form 49.

	Attachment 5
	A5.1.� Block 1.
	A5.2.� Block 2.
	A5.3.� Block 3.
	A5.4.� Block 4.
	A5.5.� Block 5.
	A5.6.� Block 6.
	A5.7.� Block 7a.
	A5.8.� Block 7b.
	A5.9.� Block 7c.
	A5.10.� Blocks 7d, 7e, and 7f.
	A5.11.� Block 8.
	A5.12.� Block 9.
	A5.13.� Block 10.

	Attachment 6

